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Il Policy:

The South Dakota Department of Corrections (DOC) will utilize approved processes to verify an
inmate’s identity. DOC staff will assist inmates who require identification documents in acquiring
such documents, including assisting with applying for duplicate identification documents and
renewing valid state issued identification cards and driver licenses.

Il Definitions:

Alien Registration Number (ARN):

An ARN is a case number, much like a Social Security number, that the United States Citizen and
Immigration Services (USCIS) assigns to people who are:

e Applying for adjustment of status; or

e Applying for an employment authorization document (EAD); or

e When someone finds themselves in deportation proceedings.

Authorized DOC Official:

A staff member located with the DOC Records office assigned to complete certain duties
associated with the identification process. Must be approved by the Secretary of Corrections
(See Attachment 3).

Citizenship Documents:
U.S. birth certificate, U.S. consular report of birth, U.S. passport or certificate of citizenship or
naturalization.

Driver license:
A document issued by a state or jurisdiction to an individual that authorizes the individual to drive
motor vehicle types authorized by the license on public roadways.

Immigration and Customs Enforcement (ICE) Holds/Detainers:

Often referred to as immigration holds. Holds are used to detain undocumented immigrants or
immigrants who have been convicted of certain felonies in this country, pending transfer of custody
to immigration officials.
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Identification Documents (ID):

Social Security card, U.S driver’s license (current, not expired), state-issued identification, U.S.
passport, tribal membership card, U.S. military identification, health insurance card, Medicaid
card, government employee identification, certificate of citizenship or naturalization or other
approved document.

Immigration and Customs Enforcement (ICE):
The investigative division of the United States Homeland Security office responsible for identifying
and investigating citizenship status of individuals.

Legal File:

Such files are typically maintained by the Central Records office for inmates currently in DOC
custody. May contain the following: sentencing documents, criminal history, date calculation
worksheets, audit log, pre-sentence investigation (PSI), psychosexual evaluations, hold/detainer
notification requests, finger print/palm print cards, physical descriptions, parole documents, birth
certificates, social security cards, driver’s license and other legal documents or information.

Memorandum of Understanding (MOU):

A legal document describing an agreement between the South Dakota Department of Corrections
(DOC) and the Social Security Administration (SSA). It expresses a convergence of will between
the two parties indicating an intended common line of action as it relates to application for
duplicate inmate Social Security cards and the responsibilities and duties of each party pertinent
to the described process.

NCIC lll:

National Crime Information Center (NCIC) Il is a computerized criminal history tracking system that
provides for the decentralized interstate exchange of criminal history record information and
functions as part of the Integrated Automated Fingerprint Identification System (IAFIS). The NCIC
[l provides a means of conducting national criminal history record searches for criminal justice and
other purposes as specified by existing local, state, and/or federal laws. Each criminal history
record is supported by a criminal fingerprint submission.

Working Day:

A standard work week day, Monday through Friday, except for recognized state holidays,
recognized national holidays and any other special holidays declared by the Governor of South
Dakota or the President of the United States.

IV Procedures:
1. Staff Responsibilities:

A. Unit staff or transitional case managers will interview inmates prior to the inmate being
approved for work release, employment with private sector prison industry, Community
Transition Program (CTP), extension of confinement or release/discharge from custody to
determine if the inmate has access to their Social Security card, original or certified copy of
their birth certificate and a valid, not expired state driver license or state ID.

1. Central Records staff may be contacted to verify the existence of such documents in the
inmate’s legal file (See DOC policy 1.1.E.6 Case Management).
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2. The status of each document will be documented in the personal information section (under
“Booking”) in the Comprehensive Offender Management System (COMS).

B. Inmates who do not have access to their Social Security card, birth certificate or certified copy
of their birth certificate are encouraged to complete an application to request these documents.

2. Criteria to Determine an Inmate’s Authenticity of Identity:

A. Tasks to be completed by admissions and orientation (A&O) staff include the following (See
DOC policy 1.4.A.2 Inmate Admission):

1.

Staff will verify the inmate’s date of birth and social security number with existing records.
Staff will determine if the inmate was admitted with a social security card, birth certificate,
valid (not expired) driver license, or if a copy of any or all of these documents is available.
If no such documents exist, staff will ask the inmate if they have reasonable access to each
of these ID documents.

a.

If the inmate was admitted with a social security card, valid driver license, state ID, birth
certificate, these documents or copies of such will be collected and forwarded to
Central Records for placement in the inmate’s legal file. Copies of the documents may
be retained at the facility, as deemed necessary. Unit staff may retain the inmate’s
driver license, Social Security card or state ID if the inmate requires this for
work/employment purposes.

Inmates may request to have their social security card, valid driver’s license, state ID,
birth certificate or copies of these documents, mailed to the facility through the inmate
correspondence system.

1) Mailroom staff will notify the inmate and/or the inmate’s unit staff of the receipt of
any identification documents or copies of such documents that are received by the
mailroom (See DOC policy 1.5.D.3 Inmate Correspondence). The documents shall
be placed in the inmate’s legal file or retained by the inmate’s unit staff and placed
in secure storage if access to the documents is required.

If an inmate is received without a social security card, birth certificate or valid driver
license or state ID and does not have access to these documents or chooses not to
request these be sent into the facility from the outside, unit staff are required to
document in the Personal Information section (under Booking) in the Comprehensive
Offender Management System (COMS) that the inmate does not possess these
documents. Staff will update this section upon the receipt of any identification
documents (duplicates or original), including renewal of the inmate’s driver license or
state ID.

Example: “Inmate states they have a social security card, and this is at their
residence” or “Inmate has a valid driver license in his/her legal file or unit file
which expires on 00/00/0000” or “Inmate has a birth certificate and has
requested this be sent to the facility by his/her spouse on this date
00/00/0000".

Inmates will have their photo taken, including photos of any scars, identifying marks or
tattoos, in accordance with DOC policy 1.4.A.1 Inmate Photo Identification and DOC policy
1.4.A.2 Inmate Admission.

All inmates will be finger printed when the Transaction Key check box is checked on the
Key Date screen and a record created in COMS.
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a. Staff will compare the inmate’s physical characteristics against existing photos,
fingerprint records, physical description, assigned ID numbers and demographics,
e.g., sex, race height, weight, eye color, hair color, with existing Federal Bureau of
Investigation (FBI), SD Division of Criminal Investigation (DCI) and National Crime
Information Center (NCIC) records as part of the process to determine and verify an
inmate’s identity.

B. Tasks to be completed by the authorized DOC official at the time of an inmate’s admission
include:

1.

New admission inmates will have a NCIC Il completed based on their legal name (name
on sentencing paperwork) and date of birth (See DOC policy 1.1.E.5 Inmate Criminal
History).

a. Each time background check is completed, Central Records staff will compare the
data received to existing data to identify any inconsistences or new information that is
revealed in the report. The Authorized DOC official will verify existing information
contained within the inmate’s record/file is correct and consistent with the information
received.

Note: The information obtained from NCIC Il consists of: name, date of birth, state ID,
alias’s, place of birth, gender, race, height, weight, eye color, hair color, scars,
marks or tattoos or other distinguishing marks/features, FBI # (if applicable), social
security number and any other additional date(s) of birth, Social Security number(s)
and/or alias associated with the inmate. All information received shall be compared
to existing records to establish and/or verify the inmate’s identity.

A New Inmate Interview Questionnaire (See Attachment 1) will be completed for each
inmate by the authorized DOC official at the time of admission. At the South Dakota
Women’s Prison, intake staff will complete the questionnaire.

a. The authorized DOC official (SDSP) or the intake staff person (SDWP), will conduct a
face-to-face interview with all new admission inmates and complete the New Inmate
Interview Questionnaire (See Attachment 1).

Review the inmate’s pre-sentence investigation (PSI), if one was completed. Staff will
compare the information in the PSI to existing records and information to establish or verify
the inmate’s identity.

Review the judgment papers to confirm the inmate’s name, date of birth and any aliases
used by or associated with the inmate.

Review of any official government issued documents which establish or identify the
inmate’s identity.

Review of any prior juvenile or adult SD DOC records. Such records shall be used to
compare the inmate’s identity at the time of incarceration/adjudication to current records
establishing identity.

C. To determine positive identification of an inmate, all sources of information and identification
documentation obtained throughout the admission process will be reviewed and compared by
the authorized DOC official or intake staff person (contextual identification). If, based on
comparative analysis, the staff person determines significant documentation and information
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exists that supports the inmate is positively identified, as supported by consistency in data,
information and records, the inmate will be recorded as positively “identified”. If an inmate’s
correct identification cannot be verified (i.e. multiple social security numbers, multiple
names/aliases, multiple dates of birth or a lack of verifiable information, records or documents),
the inmate will be recorded as “unidentified”.

1. This information will be recorded on the “Alias and Other Identifiers” tab within COMS.

D. Ifthe Authorized DOC official determines an inmate is not a U.S. citizen, the following
procedures shall be initiated:

1. An ICE Hold Inquiry (See Attachment 2) will be completed and filed.

a. A copy of the completed ICE Hold Inquiry will be placed in the inmate’s legal file and a
notation included in COMS.

Note: The process of determining an inmate is not a U.S. citizen may include interviews by
Immigration and Customs Enforcement (ICE) officials, or staff review of information or
determination received by an authorized governmental authority.

2. Once the inmate’s immigration status has been determined by ICE, the Alien Registration
Number (ARN) may be entered in the Personal Information Screen in COMS. If ICE issues
a hold/detainer, this will be recorded on the Holds/Warrants/Detainer Screen in COMS.

3. If a hold/detainer is initiated, a copy of the paperwork will be placed in the inmate’s legal
file. The inmate may be notified of the hold/detainer.

4. After an inmate’s citizenship status has been verified, this will be noted on the Personal
Information Screen in COMS.

a. Y =Yes, they are an alien.
b. N = No they are not an alien, thus a U.S. Citizen.
E. Any time an inmate’s identity cannot be verified, and the inmate is seeking a duplicate Social
Security card, authorized DOC officials will follow the guidelines prescribed in the Application

for a Social Security Card Outside the Provisions of the MOU to assist the inmate in obtaining a
duplicate Social Security card.

3. Application for a Birth Certificate (U.S. Citizens):

A. Admissions and Orientation (A&O) unit staff will review all inmates received to determine if the
inmate has an original or certified copy of their birth certificate, or access to the certificate. The
results shall be documented in the Personal Information section (under Booking) in COMS.
Staff will assist any inmate who requests assistance in obtaining a certified copy of their birth
certificate (See DOC policy 1.4.G.2 Inmate Release Procedure).

B. Application for South Dakota birth certificates:

1.  A&O unit staff will assist the inmate in completing the South Dakota Application for Birth
Record (See Attachment 9).

a. The application will be forwarded to Central Records for submission to SD Vital
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Statistics.
2. Vital Statistics will submit a statement for payment to the DOC.
C. Application for non-South Dakota birth record/certificate:

1. Unit staff will assist the inmate in obtaining the required information from the state where the
inmate was born.

2. The application and procedures can be obtained at the following website:
www.usbirthcertificate.com. All out of state birth certificate applications will include the Birth
Certificate Application Cover Letter (See Attachment 8).

3. Unit staff will assist the inmate in completing the required paperwork to request a certified
copy of the inmate’s birth record/certificate, including locating the address where the
application must be sent and ensuring funds are included with the application to cover any
fees that may apply.

4. Staff will complete the following procedures to obtain payment for any fees that apply:

a. Arequest for a check issued from the inmate’s account will be sent to the applicable
institution’s business office along with a stamped envelope. The request should
include the following:

1) Inmate’s name;

2) Inmate’s number;

3) Amount of the check and;
4) Payee of the check.

Note: A check is issued from the birth certificate group account. This account is
reimbursed on a monthly basis from Parole Services. Inmates are not
responsible for accrued costs to obtain a certified copy of their birth record/
certificate.

b. The following documents will be mailed to the appropriate state’s Vital Records office:

1) Birth Certificate Application Cover Letter, with the inmate’s signature (See
Attachment 8);

2) Application for a certified copy of a birth record/birth certificate from that state;

3) A photo of the inmate (if required);

4) A copy of the authorized DOC official’s ID badge (both front and back-if required)
and;

5) The check.

4. Application and Renewal of a South Dakota State ID or Driver License:

A. The DOC will be provided a monthly list by the Department of Public Safety (DPS) identifying
those inmates and parolees currently issued a South Dakota driver license or State ID. The
list is available at M:\DOC\Offenders Driver’s Licensing. All inmates with a possible release
date within 24 months shall have their record in the “Personal Information Screen”
(OIDPINFO) in COMS reviewed by unit staff to determine if the inmate has an active driver
license or identification card.

B. The list shows the status of an inmate’s driver license (DL) or state identification card (ID)

and whether the inmate may renew the DL or ID or request a duplicate through the paper
application process. Those who have not met the federal requirements of verifying their
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identity with the SD Driver Licensing office may not renew or request a duplicate DL or ID
while in DOC custody.

C. If the inmate does not have a valid DL or ID in their institutional file or documented in COMS,
the following steps will be taken:

1.

Unit staff will determine whether the inmate is eligible to apply for a DL or ID through the
mail by accessing the driver’s license file at M:/DOC/Offenders Driver’s Licensing.

a.

If the inmate is NOT eligible for a DL or ID, this information must be documented in
COMS on the Personal Information Screen (OIDPINFO) with the answer of DLNNNN
(No-Offender does not have active).

If the inmate is eligible for a DL or ID through the mail, the staff member will meet
with the inmate to determine if the inmate has the DL or ID available and ask them to
send this to DOC.

1) When the DL or ID is received, this will be documented on the personal
information (OIDPINFO) screen in COMS with either DLYY (Yes with institution)
or DLY (Yes with Central Records) and placed in the institutional file.

2) If the inmate refuses to have the DL or ID sent to the DOC, this will be
documented on the personal information (OIDPINFO) screen in COMS with
DLNNN (NO-Offender refuses to send in).

3) If the inmate does not have an DL or ID, but is eligible to apply, staff will
determine if the inmate has a means to pay for the renewal or duplicate at the
time of application.

a) If “yes”, appropriate funds will be transferred to their specialty account and a
check issued from their account to the Department of Public Safety.

b) If “no”, (indigent, or lack of sufficient funds at the time the renewal) DOC will
assume the responsibility of paying for the DL or ID.

Applying for a renewal or duplicate DL or ID:

The inmate must complete the application.

Unit staff must prepare a letter on department letterhead (See Attachment 10), as this
serves as verification of the inmate’s identification.

Staff must include a printed DOC discharge ID photo of the inmate from the Physical
Identifiers (OIDPIDEN) screen, along with the application and letter on department
letterhead.

After the renewal or duplicate license or ID is received, unit staff must document this on
the Personal Information (OIDPINFO) screen in COMS with either DLYY (Yes with
institution) or DLY (Yes with Central Records) and place the ID in the inmate’s
institutional file.

a.

b.

The fee for a duplicate SD ID or driver license is $15.

The fee to renew a SD driver license or ID is $28. Checks or money orders will be
made to “Department of Public Safety” and mailed along with the South Dakota
Driver License/l.D. Card Application to:

Driver Licensing
118 West Capitol Ave.
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Pierre, SD 57501

4. Inmates with a valid DL or ID set to expire while in DOC custody, who are not within 24-
months of their release, may renew their DL or ID. The same processes described for
inmates within 24 months of release shall apply.

5. Licenses may be renewed 180 days prior to expiration. There is a 30-day grace period
after the license has expired to renew. If the license is expired for more than 30 days, the
inmate will be required to apply for a license at the driver exam station and complete the
written knowledge test.

6. Parole Services staff may access the driver license file to verify a parolee has a valid
driver license or determine whether a parolee is eligible to apply for or renew a driver
license.

D. Inmates currently incarcerated for a third or subsequent DWI offense, vehicular battery,
vehicular homicide, hit and run with injury, or the equivalent if sentenced outside of South
Dakota, are not eligible to apply for a driver license while in the custody of the DOC (See
SDCL §§ 22-16-41, 32-23-4, 32-23-4.6, 32-23-4.7 and 32-34-5).

1. Any inmate prohibited by law from operating a vehicle on a public roadway (includes
revoked or suspended license), is ineligible to apply for or receive a driver license while in
the custody of the DOC. The inmate may apply for a state ID.

E. Inmates will normally only be approved to apply for or renew a SD class 1 driver license.

1. Testing for, or renewal of other classes of licenses, such as a commercial driver license
(CDL), must be approved by the inmate’s Unit Manager. Unit staff may contact the
inmate’s employer to verify the need for a CDL. The inmate shall be responsible for all
additional costs and fees associated with applying for or renewing a CDL.

2. Approval to renew a driver license issued outside of South Dakota will be considered on
a case by case basis by the inmate’s Unit Manager. Inmates granted permission to seek
renewal of an out of state issued license must have sincere intentions of returning to the
issuing state upon release or discharge from the DOC (see inmate’s release plan).

5. Institutional Employment Requirement:

A. All inmates must have a valid social security number to be paid employment wages by the
DOC, Prison Industry Enhancement Certification Program, Pheasantland Industries,
or public employer, including community service and work release. Inmates with a verified
Social Security number, but that refuse or are unable to have their Social Security card sent
into the DOC, may be paid a wage.

B. If an inmate reports he/she does not have a valid social security number, or the number is
determined to be invalid or cannot be verified, the inmate is “unidentified” and cannot be paid
a wage for work performed. The inmate may be assigned extra duty hours and institutional
support assigned in accordance with SDCL § 24-2-30 and DOC policy 1.5.A.1 Inmate Work
Assignments and Pay.

1. Verification of a Social Security number is typically supported by the existence of a Social

Security card with the inmate’s legal name and Social Security number appearing on the
card. A photocopy of the inmate’s Social Security card may be accepted for assignment
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to institutional work programs. Outside employers may or may not accept a copy of an
inmate’s Social Security card.

C. Inmates sentenced under an alias but possessing identification documentation matching
their legal name with their Social Security number, may be assigned an institutional job and
paid a wage.

D. If aninmate’s name does not match the SSA’s record associated with the Social Security
number submitted for the inmate, this will be noted on the Alias and Other Identifiers screen
in COMS “No Work/Volunteer Only”. This will inform staff the inmate may not be paid job
wages until the inmate’s legal name can be matched to the Social Security number assigned
to the inmate by the SSA.

E. The DOC is required to submit an annual report containing the names and Social Security
numbers of all inmates who have earned wages for IRS purposes (form 1099) to the Bureau
of Finance and Management (BFM).

6. Application for a Social Security (SS) Card Outside the Provisions of the
MOU:

A. If an inmate’s application for a Social Security card does not fall within the provisions of the
MOU, i.e. the inmate does not have an assigned Social Security number, is not a U.S citizen,
has used different/multiple Social Security numbers in the past, or the inmate is requesting a
new Social Security card due to a name change, the inmate must follow the standard Social
Security Administration processes and evidence requirements which direct the procedures to
apply for new Social Security card. Unit staff may:

1. Provide the inmate with a Form SS-5;

2. Provide assistance to the inmate to ensure proper completion of SSA Form SS-5 and SSA-
3288. Staff will review the forms for completeness.

3. Provide the inmate with instructions for contacting the proper Social Security Administration
office (Huron or Sioux Falls office).

4. Provide assistance to the inmate in obtaining necessary documents and information, i.e.,
documents showing/verifying identity and proof of age. (Originals of these documents may
be included in the inmate’s application and will be returned by the Social Security
Administration to the inmate).

Note: In these situations, the address block on Form SS-5 will not reflect the institution’s
name, the inmate’s Prison System Identification Number or the name of the authorized

DOC official, unless the inmate also completes a Form SSA-3288, which allows the SSA
to send the Social Security card to the facility.

7. Application for a Replacement Social Security Card (U.S. Citizens only):

A. If an inmate does not have direct access to their Social Security card, they may be eligible to
apply for a replacement card, provided they meet one or more of the below criteria:

1. The inmate is within one-hundred and eighty (180) calendar days of eligible release,
discharge or PSPI; or
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2. The inmate is within one-hundred and eighty (180) calendar days of participating in work
release or release to Community Transition Program (CTP) or placement at a half-way
house.

B. The following inmates may NOT apply for a replacement Social Security card under the terms
of the MOU:

1. Non-U.S. citizens; or

2. Inmates whose identity has not been verified or cannot be verified by an Authorized
DOC official; or

3. Inmates whose records verify the inmate has used or is otherwise associated with a
Social Security number(s) not officially issued to the inmate by the Social Security
Administration (includes but no limited to fraud or misuse of a Social Security
number), or

4. Foreign-born U.S. citizens with no U.S. citizenship coded in the Social Security
Administration’s records.

8. Responsibilities of Authorized DOC Officials:

A. The Central Records manager will notify the Policy and Compliance Manager when there are
changes (additions or terminations) in the Authorized DOC officials. The Policy and
Compliance Manager will ensure an Authorized DOC Officials Document (See Attachment 3)
is completed for all new officials. The completed document will be forwarded to the Secretary
of Corrections final approval and signature and then forwarded to the Social Security
Administration field office contact charged with maintaining the MOU for the Social Security
Administration.

B. Authorized DOC officials are responsible for verifying an inmate’s identity and assisting
inmates who meet the criteria in applying for a replacement Social Security card.

1. Each qualifying inmate will be provided an Application for a Social Security Card, Form
SS-5 (See Attachment 4).

2. Each inmate who completes Form SS-5 will be required to complete and sign the
Consent for Release of Information form, SSA-3288 (See Attachment 5).

3. The Authorized DOC official will review and compare the inmate’s completed SS-5 and
SSA-3288 forms to identification information/documents contained in the inmate’s
records to ensure the following:

a. The inmate has signed Form SS-5 and SSA-3288;

b. The inmate’s name listed on Form SS-5 and SSA-3288 reflects the inmate’s legal
name; and

c. The inmate’s prison system identification number and the address of DOC Central
Records are included in the address block on Form SS-5.

4. The Authorized DOC official is responsible for preparing a Certification of Prison Records
form (See Attachment 6).
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a. The Certification of Prison Records will include any other name(s) and/or SS
number(s) used by the inmate.

1) If, at any time during the process, the Authorized DOC official becomes aware an
inmate has used or is associated with multiple social security numbers, the inmate
will be referred to the procedures prescribed in the Application for a Social Security
Card Outside the Provisions of the MOU.

b. The Certification of Prison Records will contain the inmate’s mother’s maiden

name and father’'s name, only if that information can be verified.

1) If the inmate’s mother’s maiden name and father’'s name cannot be verified, this
should be described as “unknown” on the Certificate of Prison Records form.

c. The completed Form SS-5 will be placed in a secure location until mailed to the SSA
field office.

Note: Copies of the completed Form SS-5 will not be included in the inmate’s file or
records. Only the inmate’s name, prison system identification number(s) and
the date of application for a replacement social security card will be included in
the data base. Inmates will not have access to files containing completed
Forms SS-5 and SSA-3288.

C. Upon verification and completion of the forms, these will be mailed to the proper Social Security
Administration field office:
1. Form SS-5 (See Attachment 4);
2. Form SSA-3288 (See Attachment 5);
3. Certification of Prison Records form (See Attachment 6); and
4. Replacement SSN Card Application List (See Attachment 7).
a. When submitting multiple replacement social security card applications, only one
Replacement SSN Card Application List is required per submission for each Social
Security Administration field office.
9. Receiving of Inmate Identification Documents:
A. All inmate identification documents received while the inmate is in DOC custody must be kept in

a secure location when not in the direct possession and control of the inmate or staff to prevent
unauthorized access of such documents.

1.

At no time will inmates be allowed access to files, records or documents containing Social
Security cards or Social Security numbers of other inmates (See DOC policy 1.1.E.3
Offender Access to DOC Records).

SDCL § 22-40-8. Any person without the authorization or permission of the person and with
the intent to deceive or defraud, obtain, possess, transfer, use or attempt to obtain records
identifying information not lawfully issued for that person’s use; or who accesses or
attempts to access the financial resources of another person through unauthorized use of
identifying information is guilty of identity theft, which is a class 6 felony.
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B.

3. Qualifying inmates may be authorized by unit staff or the transition case manager to gain
temporary access to their identification documents/information for purposes of applying for
employment, housing, enroliment in vocational/educational classes/programs, etc.

4. Inmates approved to operate a motor vehicle on any public roadway for the purposes of
employment or other assigned jobs or tasks, shall have their valid driver license in their
possession while operating a motor vehicle on any public roadway, as required by state law
(See SDCL § 32-12-39). Inmates will turn their driver license into the control room upon
return to the facility (See DOC policy 1.5.A.8 Inmate Operation of Vehicles).

In the event a Social Security card is received by the DOC that cannot be associated with an
inmate, or there is no record of an inmate by that name completing or submitting an Application
for a Social Security Card, the Social Security card must be returned to the Social Security
Administration within thirty (30) days.

In the event an inmate receives a Social Security card that contains incorrect information or an
error, the authorized DOC official will contact the issuing Social Security Administration office
and report the error. If directed, the card will be returned to the issuing office.

Significant delays or other issues negatively affecting the processing and receipt of
replacement Social Security cards for inmates who have properly submitted all required forms
to the Social Security Administration field office, must be promptly reported by Central Records
staff to the Policy and Compliance Manager.

10. Identification Documents Release Procedures to Inmates:

A. Central records staff will review the legal file of each inmate identified for release or discharge
for identification documents sufficiently prior to the inmate’s release or discharge from custody
(See DOC policy 1.4.G.2 Inmate Release Procedure).

1. Discharge:

a.

All identification documents maintained in the inmate’s legal file will be forwarded along
with the discharge certificate to the appropriate facility’s business office to be issued to
the inmate upon release.

If the inmate is being released to the permanent custody of another detaining authority
(hold), the documents shall be securely transferred and released to the detaining
authority.

2. Release to Parole, Suspended Sentence or Extension of Confinement:

a.

Once Central Records staff receives the Release Slip from the appropriate transitional
case manager (at least five (5) working days prior to the release), all identification
documents maintained in the inmate’s legal file will be sent via First Class U.S. Mail to
the supervising parole agent (includes Interstate Compact releases to supervision in
another state).

During the first meeting with the inmate, the supervising parole agent will provide the
inmate with their identification documents.

3. Death in Custody:

Revised: 01/29/2020 Page 12 of 25
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a. The Social Security cards of inmates who have died in DOC custody will be returned to
the issuing Social Security Administration office within 30-days of the inmate’s death.
All other identification documents will be promptly released to the inmate’s family or
next of kin.

V Related Directives:

SDCL §§ 22-40-8, 24-2-30 and 32-12-39.

DOC policy 1.1.E.3 — Offender Access to DOC Records
DOC policy 1.1.E.5 = Inmate Criminal History

DOC policy 1.1.E.6 - Case Management

DOC policy 1.4.A.1 — DOC Photographs of Inmates
DOC policy 1.4.A.2 - Inmate Admission

DOC policy 1.4.G.2 — Inmate Release Procedure

DOC policy 1.5.A.1 - Inmate Work Assignments and Pay
DOC policy 1.5.A.8 - Inmate Operation of Vehicles

DOC policy 1.5.D.3 — Inmate Correspondence

Memorandum of Understanding Between the Social Security Administration and the South Dakota
Department of Corrections (Effective April 2019).

VI Revision Log:

October 2008: New policy.

March 2009: Revised policy statement to clarify that this policy will assist inmates who require ID
documents to gain employment, housing, etc. Replaced “eligible” with “accepted” as it relates to
PSPI in ss (A1b of Application for a Replacement Social Security Card). Replaced “note” with “1)”
under ss (4a1), added new ss (b and b1) and reformatted subsequent bullets all within
Responsibilities of Authorized DOC Officials. Revised Attachment 1 to include Jr., Sr., or other as it
relates to the inmate’s name. Revised Attachment 6 to include mother’'s maiden name and father’s
name.

January 2010: Replaced formatting of Section I. Deleted statement regarding “and requesting a
replacement social security card in ss (A), replaced Authorized DOC Official with unit staff and/or
TCM throughout section, added ss (C1a) regarding Vital Statistics, replaced Authorized DOC
Official with Central Records in ss (C1b), replaced emailed with sent and replaced reference to
two weeks with stamped envelope and commissary slip in ss (D4a), added “Note” about where
funds come from in ss (D4a) and deleted former ss (D4b) regarding the respective business office
cutting the check and sending back to the Authorized DOC Official all within Application for a Birth
Certificate. Revised picture of Attachment 8. Added hyperlinks throughout.

January 2011: Deleted from SS 1 C. within Note: “mainframe is blank and Replaced with “the
Criminal History database is “U”. Removed from SS 2 B. “All birth certificate applications will
include the Birth Certificate Application Cover Letter (See Attachment 8). Added “and” to SS 2 C. 2
and Added “All out-of-state birth certificate applications will include the Birth Certificate Application
Cover Letter (See Attachment 8) Removed “South Dakota” from SS 2 4. b 2). Added “from that
state”. Added SS 6 D. “ID documents once received by the DOC will not be released to anyone
other than the inmate”

March 2012: Deleted “released from an adult DOC facility” from Purpose section. Added “has”
Deleted “in preparation” and Replaced with “in advance of being approved for” and Deleted “and
release” and Replaced with “or release to supervision or final discharge” in Section 1 A. Added “or
access to” in Section 2 A. 1. Added “in their possession” to Section 2 A. 1. a. Added b. to Section 2
A. 1. Added “if available” in Section 2 B. 3. Added “official and/or verifiable” to Section 2 B. 5.
Added “juvenile and/or adult” to Section 2 B. 6. Added Section 4 and Renumbered sections that
follow. Added “required/accepted by the SS Administration to apply for a SS card” to Section 5 A.
2. Added “(through review of the PSI or NCIC)” in Section 6 B. 1. a. 1) Deleted “ID documents
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received by the DOC will not be released to anyone other than the inmate” in Section 6 D. Added
(U.S. Citizens) to sections 3, 5, & 6.

February 2013: Deleted “and if he/she has” and Replaced with “Staff will also ask the inmate if
they have” and Added “valid” in Section 2 A. 1. Deleted “Criminal History tab” and Replaced with
“Alias and Other Identifiers tab” and Deleted “Citrix” and Replaced with “COMS” in Section 2 C. 1.
Deleted a. b. c. (*yes” and “no” identifiers info.) Deleted “If the ID Verification field on the Criminal
History database is “U”, the transition case manager will contact central records to determine the
verification of the inmate” in “Note” section of Section 2 C. Deleted “on the second QS screen on
mainframe” and Replaced with “In the Personal Information Screen in COMS” and Deleted “noted
on the comments section” and Replaced with “recorded on the Holds/Warrants/Detainer screen in
COMS” in Section 2 D. 2. Deleted “demographics screen within mainframe” and Replaced with
“Personal Information Screen in COMS” in Section 2 D 4. Added “Inmates may be authorized by
unit staff or a transition case manager to maintain possession of their driver license for work
purposes.” in Section 8 A.

July 2013: Deleted “For the purpose of this policy, IDs may consist of anything that is solely
connected with an inmate’s identity, such as” and Replaced with “Current, (not expired)” and
Added “nondriver’s license ID, U.S. passport, U.S. Military ID, health insurance or Medicaid card,
employee ID card/badge, certificate of naturalization or Citizenship” to definition of Identification
Documents. Added definition of “Citizenship Documents” Deleted term “offender” and Replaced
with “inmate” throughout the policy. Added “CTP” to Section 1 A. Added “if it is determined an
inmate (described above) does not have” and Deleted “is needed by the inmate” in Section 1 B.
Deleted “identification documents” and Replaced with “valid social security card, driver’s license or
birth certificate” and Added “mailroom staff will notify the inmate and records staff of the receipt of
these documents” in Section 1 A.1 b. Added a. to Section 1 A. 3. Added “and shall be compared
to other records to establish an inmate’s identification” in Section 1 B. 1. “Note”. Added “and
identification documentation” and Added “reviewed and” and Deleted “any information” and
Replaced with “an inmate’s correct identification” and Deleted “matched” and Replaced with
“verified” in Section 1 C. Added c. to Section 2 A. 1. Deleted “has not been issued a SS card”
Deleted “the replacement” and Added “(original SS number/card, or corrected replacement card,
(including name change requests))” in Section 5 A. Added 4. to Section 5 A. Deleted “they are”
and Replaced with “may be” and Added “under the memorandum of understanding between the
DOC and SSA” in Section 6 A. Added 1-4 in Section 6 b. Deleted “complete” and Replaced with
“‘update” and Added “(Sioux Falls for males and Huron for females)” in Section 7 A. Added “FBI or
SD DClI records, the inmate will be referred to” in Section 7 B. 4. a. Added 3. to Section 9 A.
January 2015: Deleted “at the time of admission” and Replaced with “when the Transaction Key
check box is checked on the Key Date screen” in Section 2 A. 3. Added b. to Section 9 A. Added
“SSA-3288 to Section 5 A. 2. Added “unless the inmate also completes a Form SSA-3288, which
allows the SSA to send the SS card to the facility” to the “Note” in Section 5 A.

January 2016: Reviewed with no changes.

January 2017: Reviewed with no changes.

February 2018: Added Section 4.

February 2019: Updated Attachment 4 and 5 to reflect revised federal form.

July 2019: Added “received” and Deleted “identified for release or discharge through review of
the pre-release list” in Section 3 A. Added “photocopy of their blue DOC ID (front and back) or state
issued driver license” in Section 3. B. 1. b. Deleted “unit staff or transitional case manager” and
Replaced with Admission and Orientation unit staff’ in Section 3. Deleted “12 months” and
Replaced with “24 months” in Section 4 C. 4. Added “may apply for a state ID” in Section 4 D. 1.
Deleted “120 days” and Replaced with “180 days” in Section 7 C. 1. and 2.

January 2020: Reviewed with no changes.

Revised: 01/29/2020 Page 14 of 25




South Dakota Department of Corrections

Policy 1.1.A7
Distribution: Public Inmate Identification Procedures
Mike Leidholt (original signature on file) 01/30/2020
Mike Leidholt, Secretary of Corrections Date

Revised: 01/29/2020 Page 15 of 25




South Dakota Department of Corrections
Policy
Distribution: Public

1.1.A7

Inmate Identification Procedures

Attachment 1: New Inmate Interview Questionnaire
The New Inmate Interview Questionnaire form is located at:

M:\DOC\DOC Policies\Agency\DOC Policies\Attachment Templates\New Inmate Interview

Questionnaire.doc

The gray areas indicate the information that is to be entered.

HEW OF FEMODER INTERWIEWY QUESTIONMNAIRE

EE A5 ACCURATE AND COMPLETE A5 POSSIBLE: WRITE S 0IT CaN BE READN

Inma & #: Hames: O.Jr. Oz, OGrer

Last Plagos Spechy i Aooicals | St [

EEE [ae of Flaoe
Eirti: aT Elrti:

Shemal S [ Srafe

Lact grade 5 tends d: Od you atend oollspe: | ve:

Ofd you rsaslve adiploma: | ves =]

Cdd you obtaln a GED: | ves
Listanyeallegsic or vooato nal sdusadon you recslved: (ham e of Fohdol, Oy arel 5 kel of Foldi:

ol or Vooatiora! TRnngnE L e o o e e

Ligt your moctreoen tdrug, aleohiol or mental heal i reatment

Nz me of inshitubion Gy &8s of lnstvubion e Receved Alcod, D orverta et
Farl &l &t e Hrygle Flamed | Dlworced | Wldowed | Sepaakd Trl bal
Aflllated
Fellglous Pre ®renos:
Miltiry Esparenos: | ves Mo Eranuhi: Ir. BEnlersd: fr. Dlcohgd:
Type of daharges:
Hawe you sverbsenina S0 Sww Pricon: T =] IT e, whian:
Whiat wers you I noaroerated for:
Frior Felonls &: shie. Year:

Lact Empl o ysr:

Buziness Name Ry 2 Srare Langhhof Employmert. | ob The
Emargs no y con ot Felatonchlp © Y ou:
Addre co: [ i | - -
Sheat or &L 0L o Gy &5t TeEnToe £
Inma ® & Fliycleal Cewrplan: e Helgh t Wislght Eme Halr
Face: | Coucarlan AMcan Amer. Wal. Amer. Hlzparic O
Compleslon: Lghl ERdlum Dok Eulld: | Cwnall KRl Laige
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Attachment 2: ICE Hold Inquiry

The ICE Hold Inquiry form is located at:

M:\DOC\DOC Policies\Agency\DOC Policies\Attachment Templates\ICE Hold Inquiry.doc

The gray areas indicate the information that is to be entered.

DEFPARTMENT OF CORRECTIONS
Records Office

R Q.. Box SR
ouw Falls, Toulh Dakols ST 117 -2211
Plecies [ (G050 35T7-5 1 40
Fani: (205 2ET-2224

ICE HOLD ING UIRY

LEThLH

rime

Sente nos:

County of Convileldon:

FE #:

County of Elrdi:

[ E immid iy vy ic

Farale Cate dmimd/dddyy sy

Guepends d Senfenos Dot crmmddd/yyyyi:

Cdeshiargs Do ommidddyyyyi:

Caommsnt

K a hold & desired, please fonward a copy of such request to O0C certral records by
fam at (G057 367 -5554.

Thank Yau
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Attachment 3: Authorized DOC Officials Document

The Authorized DOC Officials Document form is located at:

M:\DOC\DOC Policies\Agency\DOC Policies\Attachment Templates\Authorized DOC Officials

Document.doc

The gray areas indicate the information that is to be entered.

Feeords Cffice

AUTHORIZED DOC OFFICIALS DOCUMENT

Soclal Teoud by Admilnd s kalon
Lol Ol Sddress:
|

Dear:

omlce ared cerly b ldenlfdrg Irrcrmalon oo Inlnmake s oficlal pis o econd 52

DEFARTMENT OF CORRECTIONS

Dak:

Pursuanl o procedure s conbadred In e RMemorarsiom oF Ueaders Eradiesg R3O U b e e e olar agerecle s,
Feereh y @il 2= B $odloadrg & B o submllorferad= r appllcalons o replacemenl S5 cands o pouar

Bty o B S e Al T
LAty o, ) Bt M e wdly TR
St Bk M P L
Sl Ek e ime il T
St Fark e me ol The
Siprtoee Pt e b The
Fleare conbyslme al i ] H 175040 hawe arg ques Do .
ZAreerely,
gt
PRt Mo e

o lary of Come oo

wly TR
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Attachment 4: Application for a Social Security Card, SS-5

The Application for a Social Security Card, SS-5 form is located on the Social Security
Administrations website. Or click here https://www.ssa.gov/forms/ss-5.pdf.

EOCIAL SECURITY ADMINISTRATION

A. PARENT/ FATHER'S ‘m
NAME
10

plication for a Social Ser.:urltur Card S e dee0 iz
NAME | ol e Hame | Taal
7O BE EHOWN ON CARD .
1 FULL NAME AT BIRTH Fired [ VTR Fawn IR
IF DTHER THAN ASOVE | |
OTHER NAMES USED
2 Social Security number previcusly assigned to the person J
Hsted ir e 1 B = |
PLAGE s DATE
3 |OF BIRTH o | 4 |OF
| {00 Mot Altireviale]  Cily “Siaie or Foreign County =] BIRTH MDD
al A
5 |CITIZENSHIP Juscome  [] mmmél-' ot R
{ Chech One | 'M:lf_ Instnetiong O Page 3) PR 3
ETHNICITY RACE [ Mattue Hawatan [ American indiasy  [7] S Pciic
G A ¥ou Hispanic or Lating? 7 Salact Ono of Mois = Iskander
Your Fesponse is Veluniand {¥our Response 15 Volunlangy (] Aasia Hative O ﬂﬁmmm 7 wnte
[O¥as [ Ne [ #sian i 5
8 'SEX [ maale [] Female
A.PARENT/ MOTHER'S  |7= R = -
9 NAME AT HER BIRTH
B. PARENT/ MOTHER'S SOCIAL “:Dj [D D]:DI e
SECURITY NUMBER (gee instrustions for & 8 en Page 3)
Fudl Nidda Farms

NUMBER (gee inssucsons for 108 on Fage 31

B. PARENT/ FATHER'S SOCIAL SECURITY

Has the person listed in fem 1 or anyoene acting on hig/her behall ever filed for or received a Social Security numbar

44 [card bedore
(] *es (1 *yes® answor questians 12-13) [] ne [] Dot Kiaw 0 “dont ko, skip b quesstion 14
Name shown on the maost recent Sooal i “Feli Migde Hems Lot
1 2 ‘Security cend issued for the person
Usted in item 1
1 Enter any different date of birih if used on an I
lfeamef applicalion for a card RLTIOYYYY

'ToDAY'S 4 [PAYTIME PHONE 50s 357-5180
14 CATE MAADTY YT UMBER Adea Code Hurmbar
p e Giteel Address, ApL Mo, PO Dok, Rural Route Mo
cfo 50 DOC Central Recoxds, PO BOX 5811
16|maiLNG ADDRESS o s Carey TFTE
D Rlad Abbrenviale) SI0OX FALLES £7117-5811

1 declare undar panalty of parfjury that | hanm-mlnnd
and il ks irue anel coceoci ba ihe best to my k

=l the nfarmatian en Hlshml and on any aceampany|ng statamants oF YormE,

17| YOUR SIGNATURE

YOUR RELATIONSHIP TO THE PERSON IN ITEM 1 IS:
I: el

AdopinePomet L L08H Gusstian [ ] etbmr Bpeeiy

00 MO WHITE BELOW THIS LINE (FOR S5A USE O

P [

[mm CAN g T |

Fac EW [Eve [

[P NWR ] URIT

EVIDEMCE SUBMITTED

KA TURE ANDY T1TLE OF EMPLOVEEIE) FEVIEAING
EVIDENCE ANDVOR CONDUCTING INTERVIEW

[ : T A

Form 555 (08200 1) ef (08-2011) Desircy Prior Editlons
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Attachment 5: Consent for Release of Information, SSA-3288

The Consent for Release of Information, SSA-3288 form is located on the Social Security
Administrations website.

A copy may be printed by going to https://www.ssa.gov/forms/ssa-3288.pdf

Social Security Administration Form Approved
Consent for Release of Information OMB No. 0960-0566

Instructions for Using this Form

Complete this form only if you want us to give information or records about you, a minar, or a | lly incompetent adult, to an
individual or group (for example, a doctor or an insurance company). If you are the natural or a ive parent or legal gurfdlan_
acting on behalf of @ minor child, you may complete this form to releass only the minor's non-medical records. We may charge a
fee for providing information unrelated to the administration of a program under the Social Security Act.

NOTE: Do not use this form to:

= Request the release of medical records on behalf of a minor child. Instead, visit your local Social Security office or call our toll-
free number, 1-800-772-1213 (TTY-1-800-325-0778), or

= Request detailed information about your eamings or empl ent history. Instead, complete and mail form SSA-TOS0-F4. You
can obtain form SSA-T050-F4 from your local Social Security office or online at www.ssa govionline/ssa-7050._pdf.

How to Complete this Form

We will not honor this form unless all required fields are completed. An asterisk (*) indicates a required field. we will not
honor blanket requests for "any and all records™ or the "entire file.” You must specify the information you are esting and you
must sign and date this form. VWe may charge a fee to release information for non-program purposes.

* Fill in your name, date of birth, and social security number or the name, date of birth, and social security numiber of the person
to whom the requested information pertains.

= Fill in the name and address of the person or organization where you want us to send the requested information.
= Specify the reason you want us to release the information.
= Check the box next to the type(s) of information you want us to release including the date ranges, where applicable.

= For non-medical information, you, the parent or the le guardlan ac-hrrg on behalf of a minor child or legally incompetent adult,
must sign and date this form and provide a daytime pF?gne murmiler

= If you are not the individual to whom the requested information pertains, state your relationship to that person. We may require
proof of redationship.

PRIVACY ACT STATEMENT

Section 205(a) of the Social Security Act, as amended, authorizes us to collect the information reguested on this form. We will
use the information you provide o respond to your uest for access to the records we maintain about or to process your
request to release your records to a third party. ou do not have to provide the requested information. Your response is
wvoluntary; howswver, we cannot honor your request to release information or records about you to another person or organization
without your consent. We rarely use the information ided on this form for any purpose other than to respond to requests for
SSA records information. However, the Privacy Act (5 US.C. § 552a(b)) permits us to disclose the information you provide on this
form in accordance with approved routine uses, which include but are not limited to the following:

1.To enable an agency or third party to assist Social Security in establishing rights to Social Security benefits and or coverage;
2To make determinations for eligibility in similar health and income maintenance programs at the Federal, State, and local level;
3.To comply with Federal laws requiring the disclosure of the information from our records; and,

4. To facilitate statistical research, audit, or investigative activities necessary to assure the |r'rtagr:'q‘I of SSA programs.

We may also use the information you provide when we match reconds by computer. Computer matching programs compare our
records with those of other Feﬂera] State, or local govermment agencies. We use information from these matching programs: to
ESth[I...h or versfy a person's eligibility for 'Federakly funded or administered benefit programs and for repayment |nc:orrect
payment: rpayments under these programs. Additional |nfom'sat|on regarding this form, routine uses of information,

other Soclal Secunly programs is available on our Internet website, www.socialsecurity gow, or at your local Social 5ec|.r|ly office.

PAPERWORK REDUCTION ACT STATEMENT

This information collection meets the uirements of 44 L.5.C. § 3507, as amended by seciion 2 of the
Ar:tof 1995 ‘r‘ou do rlot need to answer eseques.hons unl&eswe dl..pta\,' a valid Office of Management and Budget control
Lmibe: ather the facts, and answer the guestions. SEND
OR ERING THE CCIMPLI:_FED FORM TO YOUR LOCAL SOCIAL SECURIT@OFFICE You can find your Iocal Social
Security office through S5A's website at www. sociglsecurity gow. ces are also listed under U.S. Government agencies
in your telephone directory or you ma\fr call 1-800-772-121 3£TW 14}00-325 0778). You may send comments on our time
xz‘.& mate above to: SSA, 543 , Baltimore, MD 21235-6401. Send only conments refating to our time estimate
to this address, not the compteted fiorm.

Form SSA-3288 (11-2016) uf
Destroy Prior Editions
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Attachment 6: Certification of Prison Records
The Certification of Prison Records form is located at:

M:\DOC\DOC Policies\Agency\DOC Policies\Attachment Templates\Certification of Prison
Records.doc

The gray areas indicate the information that is to be entered.

DEPARTMENT OF CORRECTIONS
Fecords Uffice

CERTIFICATION OF FPRISON RECORDS

Dk

rmnak Wame:
mmnak D&
Sl S by A
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L=zl Ol Sddrers:

Allmched , pleares Ardd acompls kd Fomn Z25-S csppllcalon for Soeclal Sl iy Bombe n regques rg a
replacemenl Soshal Secoud i Mumbier cand sor e shows ramed Inmak

I, b urelerslgresd , cerlvy Bal Thawe edewed appropriak dooumenks In e above ramed Inmak’s
oflclal prizon recond ; Pal P [denlfirg Infommalon show below |15 acourak acooidirg ko e econd;

W

Dk o7 Blrk:

Flace oT BIrla:

Role rs Malden Hame :

Falwers Wame

O heer Wames Used By inak: O ber Soeclal Teourd iy Wumbers Used By sl
Hoyou bPeave ary Rrber g ue s boms, pleare conbacime be been e Poaars of da, . My Blephere
rammnber Iz H H g

1

T e Ml e o Ak o red! OEfcia
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Revised: 01/29/2020 Page 21 of 25



South Dakota Department of Corrections
Policy 1.1.A7
Distribution: Public Inmate Identification Procedures

Attachment 7: Replacement SSN Card Application List

The Replacement SSN Card Application List form is located at:
M:\DOC\DOC Policies\Agency\DOC Policies\Attachment Templates\Replacement SSN Card
Application List.doc

The gray areas indicate the information that is to be entered.

DEFPARTMENT OF CORRECTIONS
Records Office

£ Bom ST
o Fally , Soalh Dakols 57117 -==5101
Plvore: @ (B80S0 35T-5 140
Fam: (2050 3T-2284+

REFLACEMEMNT SS5H CARD APPLICATION LIST

Dafe

Zoaclal Seoud iy Admilnds kalon
Alin:

Rl

Furiuanl ko procedures conlared In e Bemorardoum of Urders @redirg be bveen be Sou b Dakola
Deparimen! of Comeclon: ard Socla Zeoun ly Admind s kalon, we ae & rclosirg recenly comple kd 5=
appllcalon: or replacemenl Soclal Seourl iy Number cands or e olowing Inmak s

ninak: Inmak Prizon
Comple k& Hame KHenldcalon Humber

a,

1%,

Each TS | mccompanied by & slgred S5e-3008, alorg wlha compls kd G ertdcalon of Becond s fom .
Wycan require sddl loread Irmcimnalon, pleass o mol e el e ko corlsc me . Thamk oo gar your e .

SArcErly;

T ey Sl s o Sk hossed D O offola
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Attachment 8: Birth Certificate Application Cover Letter

The Birth Certificate Application Cover Letter form is located at:

M:\DOC\DOC Policies\Agency\DOC Policies\Attachment Templates\Birth Certificate Application

Cover Letter.doc

The gray areas indicate the information that is to be entered.

DEFPARTMENT OF CORRECTIONS
Reacorads COfice

2 e 2
Shoux Faills, Soudh Dakota ST17-5501
Frcme: (5050 357-5140
e (S0E) 35T-55E

BIRTH CERTIFICATE AFFLICATION COVER LETTER

o [

Address of VWial Recands De paftment

Ta 'Whom B kiay Concem
am curnenily an nmate 3t the Sou® Cakola Depariment of Comeciions. | would ke i obEn 2
copy of my Bl Cerificie o help wilh obiaining 3 Siak ksued LOVDTers License upon
relezss
TMEE Mame
Cae of Bl
Famers Name
komners akden Name
Flezse sand copy of this Inmate's Bl Cerlificie fo
Degariment of Comecians
Fiecards Office
PO Box 5811
Slhoux Falls, D571 17-5911

Sincerely

Nl SgrEiT Te SaFSgnEue Dizi=
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Attachment 9: South Dakota Application for a Birth Record

The South Dakota Application for a Birth Record form is located on the South Dakota Department of
Health’s website.

A copy may be printed by going to www.vitalrecords.sd.gov as follows:

a. Click on Order Records on the left side of the screen.

b. Click on birth located on the second bullet under Ordering Birth, Death and Marriage
Records

c. Print our form.

Page 1 of 2 Page 2 of 2

Sodth Dakota application for a Birth Record
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South Dakota Department of Corrections
Policy
Distribution: Public

1.1.A7
Inmate Identification Procedures

Attachment 10: Driver Licensing Cover Letter

The Driver Licensing Cover Letter form is located at:

M:\DOC\DOC Policies\Agency\DOC Policies\Attachment Templates\Driver Licensing Cover

Letter.doc

The gray areas indicate the information that is to be entered.

Apw

June 28, 2019

TO: South Daketa Driver's Licensing
ATTM: Christa Campbell|

FROM: *“5taff Name"

RE: Duplicate Identification Cards

Hwy 34 Pierre, 5D 57501.
Please mail all ID's to:

South Dakota Department of Corrections
Ceniral Records Office

P.O. Box 5911

Sioux Falls, SO 57117-3911

Thank you,
Staff Mame

Title
Address and Phone Number

DEPARTMENT OF CORRECTIONS
RATION

Please provide duplicate ID°s for the individuals listed below. Payment will be through
MNon-Cash Veucher(s) to the Depardment of Corrections, CfO Jackie Hanson, 3200 East

Revised: 01/29/2020

Page 25 of 25




